
Lesson 11: Adding Columns 
 

Using the query created in exercise 10-1, we are going to create totals and sub-totals for that 
report.  

If you did exercise 10-1, please open it. If you didn’t do exercise 10-1, please create it now. This 
is what it looks like.  

 

 
 
 
And the prompt looks like this. 
 
 
 
 
 
 
In the Criteria tab, add the number 
of checkouts using Num of Loans 
(In House + Not in House) in 
Physical Item Details. 
 
Go to the Results tab. Look at the Num of Items column. Num of Items filtered to 1 limits us to 
how many items fulfill the query of being lost or missing on the record. It does not reflect the 
number of items on the entire record. If we remove the filter but still keep the field in the query, 
we may find that there is more than one item on a record that is missing, indicating that the item 
has multiple copies that are lost (not returned) or missing (not on shelf).  

 
 

Two copies of A Whole New Mind have not been returned. 



 

 

In the Results tab, click on the table’s edit view, which is a pencil 
icon. 

 

 

In the Layout panel look at 
Table>Columns and 
Measures. You can see that 
some columns have a sigma 

button. Sigma means a 
mathematical sum. 

 

 

For Process Type, click the sigma and select “After.”   

 

 

Notice that when a column has been selected for addition there is a little green 
checkmark next to the sigma.  
 
If we scroll to the bottom, 
we can see that there 
are now totals.  
 
If we also select the 
sigma button for 
Permanent LC 
Classification, we can 
see sub-totals for each 
classification.  
 
 
Using sigma on the Permanent LC Classification also provided a sum for the total of checkouts, 
which isn’t particularly useful, but it happens automatically because we asked for sums of the 
LC Classification column. 

 

Sigma 



Having saved the query, we can return to the catalog of queries and open the report to see it 
function from start to finish. It is providing the drop-down prompt Permanent LC Classification 
Code. Because of how my library does Reserves, you can see more than LC numbers here. Not 
all classification codes display, so you may need to select More/Search. I can type QE to bring it 
up, but I must also select it from below before clicking OK. We can now see the report for that 
classification code.  

 

 
 

 


	Lesson 11: Adding Columns

